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Role:   Customer Services Advisor/ Sales Support 

Location: Wetherby 

Reports to:  Customer Services Team Leader 

Duration:  Permanent 

Hours:  Full Time (Monday to Friday) 

 

GENERAL PURPOSE AND SCOPE 
 
To provide a professional and efficient service to Avacta Animal Health Customers. 
 
 
MAIN DUTIES AND RESPONSIBILITIES 

 

Customer Service 

 Provide first-class technical advice and support to veterinary staff on test 

submission and result interpretation, immunotherapy queries and other related 

enquiries 

 Answer all telephone and email enquiries professionally and promptly liaising with 

other internal team members when necessary to provide the highest level of 

response 

 Contact customers by phone, fax or email where necessary, in order to process 

orders quickly and correctly 

 Work within an efficient and highly technically competent team to maintain and 

continually improve the high standard of technical support currently offered to our 

customers 

 

Sales Support 

 Support the Senior Territory Manager  (STM) with outbound calls to existing and 

potential customers 

 Communicate key messages to practices within a given territory by telephone and 

email 

 Work closely with the STM to ensure all practices within the given territory are 

contacted regularly.  Ensure any relevant information from customers is 

communicated to the STM 

 

 

Administration 

 Data entry of submission forms, immunotherapy orders etc.  onto database  

 Liaise with laboratory for queries (e.g. poor samples) 
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 Processing of lab results, including data merge, printing, Quality Control , 

compilation of client packs and transmission to vets (efax, email, post) 

 Preparation of submission boxes and literature for vet practices 

 Processing of vaccine orders,  liaising between vets and suppliers  

 Checking and maintaining of database systems 

 Accurate record keeping regarding phone logs and new customers 

 Stock control of products & literature 

 Management of daily and weekly courier and post requirements 

 Maintaining and updating of key accounts and buying groups lists 

 Recording and entering of commercial agreements and buying groups 

 

Sales/ Marketing 

 Liaise with Sales Team regarding new and lapsed customers, sales leads 

 Monitor and account manage customers via the customer databases 

 Support Sales & Marketing activities with literature, exhibitions, campaigns 

 Attendance at key veterinary events such as BSAVA 

 

Finance 

 Process invoices on accounts system (SAGE) including data entry, QC, print and 

post 

 Liaise with the Business Support team regarding accounts queries and credit 

control 

 Quality checking of invoicing to ensure good financial audit 

 

Person Specification 

 

EDUCATION/EXPERIENCE/SKILLS 

 

 Experience dealing directly with customer enquiries is essential  

 Excellent communication skills with a positive, professional and helpful manner 

 Good IT skills with working knowledge of Microsoft Office packages, email and 

internet  

 Very good organisational skills with the ability to prioritise workloads, multi-task and 

work both independently and as a team member 

 Tidy, efficient and possess good housekeeping skills regarding filing, paperwork and 

administration 
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 Be able to listen carefully and empathetically to customers, especially during 

complaint handling. Be non- judgmental, provide advice and offer problem solving 

solutions in a clear and concise manner 

 To have the desire to learn, develop personal skills and knowledge. To share 

learning and assist others in training and development 

 Willingness to go the extra mile in order to achieve the best customer satisfaction 

 Be open to change and innovation in order to drive the business forwards and 

improve efficiency, performance and profit 

 Be helpful and interactive with customers  and other company staff, keep calm 

under pressure and present a positive attitude to people and in dealing with 

situations 

 A background, and preferably further qualification, in an animal or science related 

area would be an advantage 

 

Benefits 

 Competitive salary, with scope for progression 

 Performance related bonus 

 Performance related share scheme 

 Group personal pension with matching contributions of up to 6% 

 Life Assurance 

 25 days annual leave in addition to bank holidays 

 Eye care scheme 

 Childcare voucher scheme 

 

To apply for this position please email your CV to hr@avacta.com 

 

 

 


